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I. MISSION 


, As a ^ Br ^ch Cliisf of the Fiscal Division, the Chief, Payroll Branch, 
th ? preparat ion, audit, and certification of payrolls and 
distribution of salary payments for all vouchers! personnel of CIA H 




II • RESPONSIBILITIES AND AUTHORITY 


.. the 1 f mits of his assigned mission, the Chief, Payroll Branch, 

iscal Division, is responsible for, and has commensurate authority to ac- 
complish the fulfillment of the duties as set forth below. 


A. FUNCTIONS 


The Chief, Payroll Branch, will: 


J eview all vouchered personnel actions and time and attendance 
reports for completeness and propriety for payment. 


2.. Compute vouchered payroll and amount of deductions for retire- 
ment, income tax, bonds, rent, overpayments, etc. 


3. Prepare and certify vouchered payrolls. 


U. Maintain vouchered employee retirement records. Reconcile re- 
tirement deductions from vouchered and confidential payrolls with 
bivil Service Commission on an annual basis. ' " 


3. Maintain vouchered employee earnings and tax withholding records 
statement (W-2) to each individual annually. Reconcile taxes 
withheld from vouchered and confidential payrolls with Internal Revenue 
Bureau, on a quarterly and annual basis. 


6. Maintain vouchered employee United States Savings Bond records. 
Prepare request to Treasury Department for issuance of bonds. Recon- 
cile bond records with Treasury Department on bi-weekly basis. 


7. Maintain vouchered employee annual and sick leave records. 

Furnish each employee statement of leave balance on annual basis and 
upon request. 
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9. re pare instructions for preparation and processing of over- 
seas vouchered personal payment vouchers. 
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the Branch. ^ adV1 ° e t0 Mdividua l s °n matters pertaining to 
employees^ ^ flnal Agency clearance for terminated vouchered 

Aoc^ti^gSce^ 0 * claims for submission to General 

Sna P rT^ y d e f o°Li P r ent ° f Spe ° ifi ' 

and Treasury BepartoenS^ClJil 11 ^ 0 ^ liaiscin i r ,lth state Uefens 
Accounting 0f flce> ts ’ ^ Semee Commission, and Generll ’ 
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